PART I| DEPARTMENT OF HUMAN RESOURCES DEVELOPMENT 17.079
STATE OF HAWAII 17.080
............................................................. 17.081
17.082
Minimum Qualification Specifications
for the Classes:

DEPARTMENTAL HUMAN RESOURCES OFFICER, 11, IIl, & IV
(DEPARTMENTAL HR OFFICER |, II, lll, & V)

Basic Education/Experience Requirements

Graduation from an accredited four (4) year college or university with a
bachelor's degree.

Excess work experience as described under the Specialized Experience, below,
or any other responsible administrative, professional or analytical work experience that
provided knowledge, skills and abilities comparable to those acquired in four (4) years
of successful study while completing a college or university curriculum leading to a
baccalaureate degree may be substituted on a year-for-year basis. To be acceptable,
the experience must have been of such scope, level and quality as to assure the
possession of comparable knowledge, skills and abilities.

The education or experience background must also demonstrate the ability to
write clear and comprehensive reports and other documents; read and interpret
complex written material; and solve complex problems logically and systematically.

Experience Reguirements

Applicants must have had progressively responsible experience of the kind and
quality described below, or any equivalent combination of training and experience:

Supervisory
Specialized or Staff Spclt Administrative Total
Experience Experience Experience Experience

Class Title (yrs) (yrs) (yrs) (yrs)
Departmental HR Officer | 3-1/2 * ** 3-1/2
Departmental HR Officer Il 3-1/2 1 * 4-1/2
Departmental HR Officer Il 3-1/2 2 ** 5-1/2
Departmental HR Officer IV 3-1/2 2 1 6-1/2

Specialized Experience: Experience in one or any combination of human
resources management functions; i.e., recruitment, placement, examination, position
classification, pay or wage administration, employee management relations services,
employee development, human resources program development, human resources
research, and labor relations.
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Such experience must show ability to deal satisfactorily with fellow workers and
operating personnel, to recognize problems in the operation of a human resources
program, to suggest practical solutions, and otherwise to accept substantive
responsibility in the field of human resources administration. Clerical and technical
experience in a human resources program involving work which is limited to the
application of human resources rules, regulations, and procedures in support of the
human resources functions described above is not qualifying.

At least one (1) year of the experience must have been comparable in scope and
responsibility to that of a journey or independent worker with responsibility for carrying
the full range of assignments or experience comparable to the class Human Resources
Specialist IV.

Staff Specialist or Supervisory Experience: Applicants must have had either staff
specialist and/or supervisory experience of the type and quality described below:

A. Staff Specialist Experience: Human resources management and/or labor
relations specialist experience performing work regularly encompassing
difficult and complex situations and problems with responsibility for
furnishing advisory services to management in the overall aspects of
program development and evaluation; or human resources specialist
and/or labor relations experience performing extensive and intensive work
on the most complex and difficult assignments in program development
and evaluation, development of new and revised procedures, review of
working situations to assure that departments are following guidelines for
sound human resources practices, development of legislative proposals or
analysis of the impact of proposed legislation, and conduct of research
aimed towards improving the human resources administration system.

B. Supervisory Experience: Experience in the field of human resources
management or labor relations which included (I) planning and directing
the work of others; (2) assigning and reviewing their work; (3) advising
them on difficult problem areas; (4) timing and scheduling their work; and
(5) training and developing them.

*For the Departmental Human Resources Officer | level,
supervisory aptitude rather than actual supervisory experience may be
accepted. Supervisory aptitude is the demonstration of aptitude or
potential for the performance of supervisory duties through successful
completion of regular or special assignments which involve some
supervisory responsibilities or aspects; by serving as a group or team
leader, or in similar work in which opportunities for demonstrating
supervisory capabilities exist; by completion of training courses in
supervision accompanied by application of supervisory skills in work
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assignments; or by favorable appraisals by a supervisor indicating the
possession of supervisory potential.

Administrative Experience: Experience in the field of human resources
management and/or labor relations which involved active participation in and major
responsibility for the development, management, execution, and coordination of
policies, activities, and programs.

**For Departmental Human Resources Officer |, Il and lll positions, administrative
aptitude rather than actual administrative experience may be accepted. Administrative
aptitude will be considered to have been met for this level when there is strong
affirmative evidence of the necessary administrative aptitudes and abilities. Such
evidence may be in the form of success in regular or special assignments or projects
which involved administrative problems (e.g., in planning, organizing, promoting, and
directing a program, including policy and budgetary considerations; and/or providing
staff advice and assistance in such matters); interest in administration demonstrated by
the performance of work assignments in a manner which clearly indicates awareness of
administrative problems and the ability to solve them; completion of educational or
training courses in the area of administration accompanied by the application of the
principles, which were learned, to work assignments; management’s observation and
evaluation of the applicant’s leadership and administrative capabilities; success in trial
assignments to managerial and/or administrative tasks.

Substitutions Allowed

1. A bachelor's degree from an accredited college or university in personnel
administration or a major in human resource management which included
at least fifteen (15) semester credit hours or coursework covering
recruitment; selection; job evaluation; wage, salary and benefits
administration; managerial leadership in employee relations and services;
organizational management; labor laws and labor relations may be
substituted for six (6) months of the Specialized Experience.

2. A master's degree from an accredited college or university in personnel
administration or with a concentration in human resource management
(HRM) with a minimum of fifteen (15) graduate semester credit hours in
HRM coursework may be substituted for one (1) year of the Specialized
Experience.

3. A Ph.D. degree from an accredited college or university in personnel
administration or human resource management may be substituted for
two (2) years of Specialized Experience.

4. Excess Staff Specialist/Supervisory Experience may be substituted for
Specialized Experience on a year-for-year basis.
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Quality of Experience:

Possession of the required number of years of experience will not in itself be
accepted as proof of qualification for a position. The applicant's overall experience
must have been of such scope and level of responsibility as to conclusively
demonstrate that he/she has the ability to perform the duties of the position for which
he/she is being considered.

Selective Certification

Specialized knowledge, skills and abilities may be required to perform the duties
of some positions. For such positions, Selective Certification Requirements may be
established and certification may be restricted to eligibles who possess the pertinent
experience and/or training required to perform the duties of the position.

Agencies requesting selective certification must show the connection between
the kind of training and/or experience on which they wish to base selective certification
and the duties of the position to be filled.

Tests

Applicants may be required to qualify on an appropriate examination.

Physical and Medical Requirements

Applicants must be able to perform the essential functions of the position
effectively and safely, with or without reasonable accommodation.

This is an amendment to the minimum qualification specifications for the classes

DEPARTMENTAL PERSONNEL OFFICER |, I, lll, & IV which were approved on
January 3, 2012; and a change in class title to DEPARTMENTAL HUMAN
RESOURCES OFFICER I, II, ll, & IV.

EFFECTIVE DATE: 01/27/2016

DATE APPROVED:  |[28/Ily MM 4. /39”[”7(/"‘*

' JAMES K. NISHMOTO, Director
Department of Human Resources Development



